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MEMORANDUM FOR: Chief, Technical Accounting Staff

leave within one year from the day of entrance on duty, it would
seem sufficient that the Chief, Finance Division or Chief, Fiscal
L Division approve the installment plan. Further, such delegations
({\ of authority would be consistent with delegations presently in
effect whereby repayment of other indebtedness may be approved by
Chief, Finance Division.

FROM ¢ Chief, Finance Division
SUBJECT : Proposed Comptroller Instruction Regarding Transfer
or Repayment of Lump Sum Leave
25X1 1. Inasmuch as R[ fequires the repayment of lump sum

<,rr‘§/f 2. Where installment plans are adopted, it becomes easier to
éc' 1*"administer if such repayment is effected solely through payroll
"  deduction techniques. :

il

3. Office of Personnel should be advised to inform employees
v« that where installment repayments are desired that such will be -

W **:accomplished by payroll deductions which information should be noted
',:(‘f’.y‘s’on Form No. 316 prior to receipt by the payroll office.

25X1 v 4. Form No. 316 should bes forwarded through channels by Person-
nel ﬁ&ther than hand carried by the employee.
Flre

~

‘-'I'Lm

a8 5. We are advised by Contract Persomnel Division that with
' ﬁraapect to contract people they have no information regarding pre-
0”{ “yious employment, Personal History Statemsnt nor means of determin-
< ;fsr“r’\ying computation date. Arrangements should be worked out with the
N4 ¢ w7/, 0ffice of Persomnel or the office of assigmment to furnish the Finance
GP‘ 30\ R 0 D%vision with the necessary information.

S .

v R ,/'C R;..<§5~i Jv"} 6. The instruction should include pro-forma entries covering

";43{" the accounting treatment to be afforded such repayments.
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chiar, Audit staff |

- OPM 20~61.5-10 Tmm;hr or Rtpayment of Lump-Sum
,Leave .

m f‘ron C/Audit Staff to B/Pm, Anau; of Aegount
. 310,3~Due U/S, Treasury, B.fmd»ot Imnp—-Sum Léave
hwmuml g ' v

- t R . 'K{,

\,,1-

1. In view. ot t.he problems in&imted in tho tttachment to
referenced memorandum, I am forwardiwg ‘for your infermetion a copy
of OPM 20-645-10 vhich containe the tnternal Office of Personnel
instructions for effecting the transfer or repayment of lump-sum
leave payments on Federal employees being appointed to CIA, Your
attention is invited to paragraph 2 concerning bardship cases which
statess ""..,full repeyment must be made within ome year,..®. The
Comptroller's Offiee concurred in thié OFM during the coordination
process and thers is & mutusl understanding of the respective respon-
: sibilitiea of tha Drector of Personnc]. and tho Conptmller.

-2. Vo ars hapeful that thuo proceduren vill mist in removing
“the problen, - .

, Rarrisen G, Reynolds
3 Direc_t.‘axi‘lar Personnel

cer c/ns/canptraa.ior (with attaehment)

,Attachnents
OPM 20-6/5-10, dttad ,
18 J’une 1956
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‘ . : " 18 June 1956

OFFICE OF PERSONNEL MEMORANDUM NO, 20-645-10
SUBJECT: Transfer or Repayment of Lump-Sum leave
RESCISSIONS: (1) OpM No. 20-645-8 (89—54) dated 13 December 1954

(2) OPM No. 20-645-8 (Supplement 1) (5-55) dated
'7 February 1955

‘ 1. The Lump-Sum Leave Act (P.L. 525-78th Congress, as amended)
authorizes payment in a Iump sum for sccumulatéd and accrued annual leave
to the credit of an employée, Uporn hig separation of at least one work
day from the Federal or District of Columbia service. No such lump-

‘ sum payment shall exceéd compensation for any period of such leave in .
excess of 30 days or the number of days carried over to the employee's
credit at the beginning of the leave year in which entitlement to pay-
ment occurs, whichever is greater. The provisions indicated below will
apply if the individual is dgain employed by the Federal Government or
District of Columbia prior to the explration of the period covered by
the leave,

8, If the employee receives & lump-sum paymept from the former
‘ employing agency prior to the time of reemployment, he is required to
refund to CIA the gross payment received for the period between the
- date of reemployment and the expiration of the leave period (i.e. the
amount before tax deductions). In such cases the employee is credited
by the Agency for the period of leave covered by the refund. Any
refund of tax due the emplo ee by reason of the deduction ‘of tax (by
the former employing agency) i8 for adjustment between the employee
‘ and the Internal Revenue Serv:z.ce.

b. If the employee is’ separated from one agency and is reemployed
by this Agency prior to the processing of lump-sum leave payments the
following provisions will apply:

‘ (1) Pursuant to the provisions of paragraph 3d below, the
agency from which the employee separated will be requested to
cancel the lump-sSum payment in process, in order that the leave
to his credlt may be transferred to CIA,

(2) 1If the provisions contained in paragraph 1b(1l) above
cannot be effected, the employee will be paid by the former
employing agency the portion of his leave which expired during
the interval between employments, less tax withheld (i,e, he
will receive the net amount of the expired leave) and the
‘unexpired leave will be transferred without tex deduction to

® o

C=0=NwF~I-DeBEeN-T=I-A-L OPM 30-56
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co. Ifa different leave system is involved in the transfer of
an employee, recredit of leave will be on an adjusted basis,

2, Immediate repayment of any part of a lump-sum payment which must
be refunded will be required at the time of entrance on duty., However, in
‘hardship.cases the ( Comptroller may arrange with the employee for repaymént
on an installment ba51e?’an6 in sueh caees, “full repayment must be made
Within-ene. year and the amount of leave represented by the. “Tepayment will
not be credited to _the employee 's_sccount until full payment has been LT

‘ received, _ T
A TSR

3.  The following procedures are establlshed to ensure conformance
with this memorandum by néw employees who have'had prior Federal or D.C.
Government service and who received or will réceive a lump-sum payment

upon separation°
‘ a, During the initial interview for employment by this Agency,
. the Recruitment Officer or Placement Officer, as appropriate, will
apprise applicants, who are presently or who have been recently employed
by another government agency, of the lump-sum refund responsibility.

b, A statement reminding the individual of the lump-sum repayment
requirement will be incorporated in the eéntrance on duty letter, when it
' is determined by Records and Services Division (RSD), upon examination
of the individual's Official Personnel Folder, that a refund may be in
order. At the same time, the individual will be notified to have in his
possession when he reports for duty, the last Standard Form 50, Notifica=-
tion of Personnel Action, issued to him upon separation from the former
- employing agency. The Contract Personnel Division will be reSponsible
for ‘similar notification to prospectlve staff agents,

‘ - ¢.  During entrance on duty processing, the new employee will be
required to state on the Appointment Affidavit: (1) whéther & lump-
sum payment was or will be received; and (2) whether such payment
covers a period which would extend beyond the date of appointment in
this Agency.

‘ o d, The Appointment Clerk will examine the individual's Offigial
Personnel Folder and the SF 50, to confirm the employee's statements.
If the individual does not have a SF 50 in his possession, and gecurity
considerations permit, a telephone eall will be made to the former
employing agency to verify the information supplied by the employee.
Further, RSD will request the agency to cancel any lump-sum payment
which may be in process for; but not yet received by the employee, so
that the leave to his credit may be transferred to this Agency,

| €. : When an employee enters on duty in the field, RSD will
notify the overseas station that the confirming entrance on duty cable

@ 2
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to headquarters must state whether a lump~sum refund is due, whether

immediate repayment had been made, and that full accounting must

accompany the completed employment papers, dispatched to headquarters.
RSD will also notify the headquarters offices

25X1 [ lthat such information is required, and must—ue—rmsrreu—vo—l

RSD with the entrance on duty memorandum,

f. In addition, the Placement Officer will check the individ-
ual's employment record, during the entrance on duty interview, to
_ establish that no refund is required, and thet no misunderstanding
‘ exists on the part of the new employee regarding the refund require-
’ ment, :

Lo  VWhen a refund is required, RSD wills
‘ , 8. Inform the individual that immediate repayment is necessary;

, b,  Complete the upper section of Form No., 316, Refund of Lump-
Sum Payment, and direct the individual concerned to hand-carry it to
- the appropriate Fiscal or Finance Division to make such payment, or
--to arrange for veriodical payments in hardship cases, (The lower
section of the form will be completéd by the appropriate division of
the Office of the Comptroller, indicating that action for refund of
lump-sum payment has been teken, and the form will be hand-carried
. by the individual to RSD so that he may continue his processing to

.

enter on duty,)

5. When, because of security implications in connection with the
ultimete assignment of the individual, the above procedure cannot be .
followed, the case will be referred to Chief;, Transaction and Records, RSD
or Chief, Processing Branch, CPD for specific instructions concerning

‘ recovery of lump-sum leave payment and transfer of sick leave records.
25X1

“ ’ Director of Persomnel

® 3
C=0=NoF=IeDeBwNaT=I-A~1, _ OPM 30=56
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“CIVIL SERVICE COMMISSION™

UNITED STATES CIVIL SERVICE COMMISSION IN YOUR REPLY REFER TO
FILE

AND DATE OF THIS LETTER

WASHINGTON 25, D. C.

B
R

January 11, 1955 L besas

ilunorable llen . wullss
director of Central Intelligence
wentr:l Intellisence sgency
ashinton, e Co

L

ducr Lre Dnllost

Transmitted herewith are three copies of a Life Insurance Manual
issued by the Civil Service Commission for the guidance of the pay-
roll and accounting personnel of agencies of the Government in car-
rying out their responsibilities under the Federal Employees! Group
Life Insurance Act of 1954.

The Manual consists of reprints from the Federal Personnel
Manual as follows: ‘

1. Chapter I3 - Life Insurance.

ILLEGIB

2. Excerpts from Chapter Z1 - Federal Employees Group Life
Insurance Act of 1954 and regulations thereunder.

You will note the Manual provides that the head of each agency
will designate an Insurance Officer to whom the Civil Service Com-
mission will look for information concerning group life insurance
matters as they may affect your agency. If you have not already
done so, please notify the Commission in writing of the name of the
individual so designated at the earliest possible date.

Pages 12 to 15 of Chapter I3 contain instructions pertaining to
agency contributions to the lLife Insurance Fund, withholdings from
employees!' compensation for group life insurance and reporting and
accounting thereon. These instructions are issued with the concur-
rence of the Comptroller General of the United States.

Other instructions appearing in Chapter I3 of this Manual will
undoubtedly be helpful to payroll and accounting personnel of your
agency. Revisions of Chapter I3 and Z1 of the Federal Persomel
Manual relating to employees! group life insurance which may occur
from time to time will be furnished the Insurance Officer for distri-
bution to the payroll and accounting levels.
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A copy of this letter is enclosed for the information of the
Insurance Officer who will be responsible for group life insurance mat-
ters in your agency. He should inform the Civil Service Commission of
any additional quantities of this Manual he will need for adequate ILLEGIB
distribution within your agency by addressing his request to - S

Chief Accountant

Retirement Division

Bureau of Departmental Operations
U. S Civil Service Commission
WaShington 25, D. C.

If you have any questions regarding the accounting instructions ap-
pearing in this Manual you may telephone the Commission, Code 141,
Extension 3067.

Sincerely yours,

Philip Yo
Chairman
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